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For the record: British Columbia chapter has a
Records Management Plan

Ana Rosa Blue and Elisheba Muturi

Purpose

Recognizing the value of records and information man-
agement, the Health Library Association of British Colum-
bia (HLABC) wished to engage in best practices to control
the creation and growth of its records. Such a plan could
help support decision making, preserve corporate memory,
ensure legislative compliance, and safeguard members’ per-
sonal information [1]. Thus, the HLABC Records Manage-
ment Plan was born.

Setting

As a professional association, HLABC needed records
management policies to guide the Executive, safeguard
important corporate memory, and dispose of unnecessary
inactive records. This was all the more important since
nonpaid limited-term executive members changed as their
tenure ended.

Method

Ana Rosa Blue (President, 2008–2009) took up the chal-
lenge of organizing the HLABC’s records. To do a com-
petent job, she enrolled in a records management course [2],
and the HLABC Records Management Plan (hereinafter
referred to as the Plan) became her final class assignment.
This proved invaluable as the project benefitted from the
instructor’s feedback and expertise. The next challenge was
to roll out the Plan. A project timeline, built into the Plan,
consultation with an ad hoc records management group,
and approval by the HLABC Executive contributed to the
roll-out.

Results

The following elements provide the framework for a
sound records management plan [3]:

N Identifying the documentation needed for each function;

N determining the retention requirements based on business
need and statutory compliance;

N keeping a record copy of each document in an official file;

N designating the position responsible for the official file;

N ensuring that HLABC officials understand their roles with
respect to records management;

N regularly filing records according to the ‘‘file plan’’; files
break at year-end and new files are started;

N separating of ‘‘official’’ records from other materials (e.g.,
duplicates);

N cleaning up records once a year;

N Sending records of enduring (archival) value to storage (as
HLABC does not have a permanent location, a staffed
library was identified as the ideal storage site for HLABC’s
archives);

N maintaining inventory of records and their location by the
Secretary.

The Plan’s components are as follows:

N Inventory of documents
# Taking inventory is a vital step in identifying and ana-

lyzing the records created. It is also an essential tool in
developing the ‘‘file plan’’ and determining the length of
time that records should be retained, thus forming the
records retention and disposal requirements.

N Privacy policy and procedures
# These guide the organization in complying with privacy

legislation and principles [4], including accountability, lim-
iting the collection and use of personal information to legit-
imate purposes, and providing access to this information.

N Timeline with action items
# This step is useful as part of the overall project manage-

ment plan. It identifies the milestones and keeps the
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project on track in getting the records management plan
up and running.

N Records retention and disposal plan
# This essential component underpins the critical ability of

an organization to retain records of enduring value
while disposing of inactive records no longer needed.
By prescribing how long records should be retained, it
ensures that records are weeded at the appropriate time.

N The ‘‘file plan’’
# This is the classification structure that determines how the

records are to be filed and assigns naming conventions and
notations. The file plan can be subject based or linked to the
functions and activities that generate the records [5]. It can
be integrated with the records retention and disposal plan.

N Records management policy and procedures
# This ties all the above components together and outlines the

responsibilities of HLABC officials in ensuring a successful
records management program on an ongoing basis. The ulti-
mate goal of the Plan is accomplished when this is in place.

The final Plan was presented to the Executive for their
approval. Members of the Executive were briefed on it, and
their unique role in implementing the Plan was impressed
upon them.

Discussion

The Plan encompasses best practices that will ensure
compliance with reporting and legal requirements.

The Plan will ensure that the HLABC ‘‘corporate’’
records are in order. The lessons learned are as follows:

N Executive members’ questions and feedback, throughout
the process, were important in keeping the project top of
mind.

N Ongoing dialogue with Executive members kept them
abreast of the project’s progress and helped them appreci-
ate their individual responsibilities in the final implementa-
tion of the Plan.
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